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TAB C

a. ALl classgified papers
B. Belected clapselified papers X

¢. Beparate registration and control
of attachments X gf

&, DNev reglstration (new DDP No.)
for re-ontyry of previously
eontrolled iten.
e. Bewregistration (same DDP No.)
for re-entry of mrevicusly controlled
iten.
f. Re or New Reglstration for previsouly
controlled items, now received as
attachments X 2/
8. Beglstry comtrol of internal routing X

h. Establishment of Reglstry control
after traveithal in oopedite casen

1. Apsign IDP No. to ER controlled 1tems

Suspense File:

2. DDP action on DCY controlled items. X &/
b. DDP setion (other then DCT) X
¢. Div. or Btaff action for DDP X
d. DDI or DBS action for UDP

Abatract Index: (Alphe)

a. ALl logged items (est. 9000 am.) or X
b. All subject file meterial {3000 anu.)

Retention of Indes:

2. Permanent - Ro cut off X
b. Permonent - Annual cut of

¢, Temporary - Annual cut off - Hold
3 yrs & destroy

3y

X 4/
X 5/

-r
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25X1A 1/ This regulation sppears to reguire the logging

of all olassifiel paper. However, the log could be simplified for

certaln tvpes of saterial. EBExeuples of classified items not mow

Praining Balletins, Reproduced 25X1A
18D, DI, etc., and certadn Office

Copies of material issued
of Pearsonvel merorendt.

2/ Mot sl stbachments sre separately controlled but 1t is reccmmended
that the practice be discontinued entirely. Bwamples of separately
registersd and controlled atbechments are:

2. Trensnittal memo for an sttached letter to be plgned by
the DOT or DDP.

b. Memo from & Division Chilef concerning an attached more
divected to the Division Chief by the AD/SI.

Hemo from OCR with ettachment concerning each Div. or 8teff.
. 10 sets of sbetrects vere prepared.)

3/ Hew mwkering is recomuended in order %o put the new countrel in
the ?ew chronological sequence. (Cross reference to ER Wo., if
any.

25X1A  °*

Only if suspense date has been indiesbted by DCI.

g

This is now done by the Beglstry only if & suspensc date is indicated
by the originstor and it ghiould be contimued on this basis. If

any individusl officer wante & susponse on all items routed o him,
this should be done by the Secretsry who can pull and use the
shatract for this purpose;
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